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Third Party Administration Registration  
 

Please click on the  Sign In  button indicated by the red arrow in the screenshot below. 

 
 
Once on the login/registration page you will need to scroll down to option 3, Create a User Account. You will then want 
to select employers and agents. 
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Next, you will choose the type of representative that you are. As a note, if you are not the employer for tax purposes 
you will choose option 2, Third Party Agents. 
 

 
 
Agent Identification 
Please enter the FEIN for your business, NOT the business that you 
will be representing, that will come later.  
 
 
 
 
 
 
 
 
 
 
 
 
Login Information/business information 
Next, you will need to create an account for your business. This is NOT the business or businesses that you will be 
representing. This would be your company and your information about the company. Entering the information for the 
companies you are representing comes on the next screen. 
 
 
Adding employers or Editing employers 
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Choose add companies or employer you wish to represent. Then you will click on the “Search for Employer to 
Represent” link. 
 

 
 
 
Once there, you will have to search for your employer. You can use any of the fields but the easiest would be to input 
the FEIN. 

 
 
The search results will show right below. 

 
 
You will need to check the box by the appropriate employer and hit the blue “select” link to proceed. 
 

A message will appear to click “OK” if you have supporting documentation to add. 
 

 
 

You will need to have your supporting documentation to proceed. 
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Documentation Information 
You will need to enter the dates that your 
employer gave your power of attorney and the 
end date if applicable. You will then be able to 
attach your supporting documentation. Once 
your documentation is attached, our system 
will notify staff that they have a pending third 
party verification. Staff will then review the 
document and approve the request. The 
employer also has the ability to approve 
requests.  
 
 
 
 
 
 
 
 

 
 
 
 
Helpful Tip 
Below is a screenshot of your dashboard for being a Third-Party Administrator. You will have to click on the Power of 
Attorney tab to get to your representing employer's screen.  

 
Once there, you can click on the blue “Pin to Dashboard” link in the upper left corner and that will put the representing 

employers tab on your main dashboard under the pinned links section. 
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